CHAPTER 752
CORRECTIVE, DISCIPLINARY AND ADVERSE ACTIONS

APPENDIX B
GUIDELINE SCHEDULE OF DISCIPLINARY OFFENSES AND
RECOMMENDED REMEDIESFOR CIVILIAN EMPLOYEES
IN THE NAVAL ESTABLISHMENT

INSTRUCTION FOR USE OF THE SCHEDULE

1. Thisligtisnot intended to cover every possible type of offense. Remedies for offenses not
listed will be determined consistent with the guidelines.

2. Many of the items on this schedule combine several offensesin one statement connected by
theword "OR." Usage of the word "OR" in a charge makes it nonspecific. Use only the items
which describe the employee's actual conduct and leave out parts which do not apply.

3. Remedies for disciplinary offenses will, in general, range from the minimum to the maximum
indicated. In unusual circumstances, depending on mitigating to aggravating factors, a remedy
outside the general range may be imposed.

4. Suspension remedies on this schedule refer to calendar days.

5. Although the schedule shows 10 days as a normal maximum suspension, a suspension of
greater length may be imposed where the option of removal is also provided for that offense.

6. In considering past offenses in determining a remedy the following limitations must be
observed:

a. Oral admonishments and letters of caution may not be counted as prior offensesin
determining aremedy. They may be considered in determining the appropriate penalty within a
range of remedies for any subsequent offense.

b. A letter of reprimand may be counted as a prior offense provided the letter of
reprimand is dated no more than two years before the date of the proposed notice of action in
which itiscited. After thistwo year period, it may be used to determine the appropriate penalty
within a range for any subsequent offense.
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c. A suspension or reduction in grade or pay (if effected for disciplinary reasons)
may be counted indefinitely as a prior offense.

d. Inutilizing past offenses to determine a corrective action, the disciplinary
action notice should cite specifically the past offense in sufficient detail to allow the
employee to respond.

e. Any past offense may form the basis for proposing a remedy from the next
higher range of remedies for a subsequent offense. The offenses do not need to be
identical or smilar.
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SCHEDULE OF OFFENSES AND RECOMMENDED REMEDIES

FIRST SECOND THIRD
OFFENSE OFFENSE OFFENSE | OFFENSE
ALCOHOL ABUSE
UNAUTHORIZED POSSESSION, SALE 14-day 30-day Removal
OR TRANSFER OF ALCOHOL ON DUTY suspension to | suspension to
OR ON A MILITARY SHIP, AIRCRAFT, removal removal
OR INSTALLATION
USE OF, OR BEING UNDER THE 14-day 30-day Removal
INFLUENCE OF, ALCOHOL ON DUTY suspension to | suspension to
OR ON A MILITARY SHIP, AIRCRAFT, removal removal
OR INSTALLATION
ATTENDANCE
EXCESSIVE UNAUTHORIZED ABSENCE Reprimand to | 10-day Removal
(MORE THAN 5 CONSECUTIVE removal suspension to
WORKDAY'S) removal
LEAVING JOB TO WHICH ASSIGNED Reprimand to | Reprimandto | Reprimand
OR DEPARTMENT OF THE NAVY 5-day 10-day to removal
PREMISES AT ANY TIME DURING suspension suspension
WORKING HOURS WITHOUT PROPER
AUTHORIZATION
UNEXCUSED OR UNAUTHORIZED Reprimand to | 5-day 10-day
ABSENCE ON ONE OR MORE removal suspensionto | suspension
SCHEDULED DAY S OF WORK OR removal to removal
ASSIGNED OVERTIME
UNEXCUSED TARDINESS Reprimand Reprimand to | Reprimand
5-day to removal
suspension
DISCRIMINATION
DISCRIMINATION AGAINST AN Reprimand to | 14-day 30-day
EMPLOYEE OR APPLICANT BASED removal suspension to | suspension
ON RACE, COLOR, RELIGION, SEX, removal to removal
HANDICAP, NATIONAL ORIGIN OR
AGE,OR ANY REPRISAL OR
RETALIATION ACTION AGAINST A
COMPLAINANT, REPRESENTATIVE,
WITNESS, OR OTHER PERSON
INVOLVED IN THE EEO COMPLAINT
PROCESS
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FIRST SECOND THIRD
OFFENSE OFFENSE | OFFENSE | OFFENSE
DRUG ABUSE
SEXUAL HARASSMENT Reprimand to | 14-day 30-day
removal suspensionto | suspension
removal to removal
UNLAWFUL USE OR POSSESSION OF Reprimand to | Removal
DRUGS OR DRUG PARAPHERNALIA ON removal
OR OFF DUTY
UNLAWFUL DISTRIBUTION, SALE, OR Removal
TRANSFER OF DRUGS OR DRUG
PARAPHERNALIA ON OR OFF DUTY
UNLAWFUL USE OR POSSESSION OF Removal
DRUGS OR DRUG PARAPHERNALIA ON A
MILITARY SHIP OR AIRCRAFT
DRUG TESTING
REFUSAL TO PROVIDE A URINE SAMPLE | Reprimand to | Removal
WHEN REQUIRED removal
SUBSTITUTING, ADULTERATING OR 30-day Remova
0""ERWISE TAMPERING WITH A URINE suspension to
SAMPLE, TESTING EQUIPMENT OR removal
RELATED PARAPHERNALIA
ATTEMPTED OR ACTUAL Reprimand to | 14-day 30-day
FALSIFICATION, MISSTATEMENT OR removal suspension suspension
CONCEALMENT OF A MATERIAL FACT, to removal to removal
RECORD, CORRESPONDENCE OR OTHER
COMMUNICATION PREPARED IN
CONNECTION WITH THE COLLECTION,
HANDLING, TRANSPORTATION OR
TESTING OF URINE SAMPLES
MISCELLANEOUS OFFENSES
BETTING, GAMBLING, OR THE Reprimand to | 5-day 10-day
PROMOTION THEREOF ON DUTY OR ON removal suspensionto | suspension
DEPARTMENT OF THE NAVY PREMISES removal to removal
CARELESS WORKMANSHIP RESULTING Reprimand to | 5-day 10-day
IN DELAY IN PRODUCTION OR removal suspension to | suspension
SPOILAGE OR WASTE OF MATERIALS removal to removal
CRIMINAL, DISHONEST, INFAMOUS OR Reprimand to | 14-day 30-day
NOTORIOUSLY DISGRACEFUL CONDUCT | remova suspensionto | suspension
removal to removal
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FIRST SECOND THIRD
OFFENSE OFFENSE OFFENSE | OFFENSE
MISCELLANEOUS OFFENSES (Continued)
DISOBEDIENCE TO CONSTITUTED Reprimard to | 5-day 10-day
AUTHORITIES; DELIBERATE REFUSAL removal suspensionto | suspension
OR FAILURE OR DELAY IN CARRYING removal to removal
OUT ANY PROPER ORDER, WORK
ASSIGNMENT OR INSTRUCTION;
INSUBORDINATION, INCLUDING FAILURE
TO FOLLOW LOCAL OR HIGHER LEVEL
POLICY
DISRESPECTFUL CONDUCT, USE OF Reprimand to | 5-day 10-day
INSULTING, ABUSIVE OR OBSCENE 5-day suspensionto | suspension
LANGUAGE TO OR ABOUT OTHER suspension removal to removal
PERSONNEL
FALSIFICATION (OR AIDING OR Reprimand to | 14-day 30-day
ASSISTING IN FALSIFICATION) OF TIME removal suspensionto | suspension
AND ATENDANCE RECORDS OR CLAIMS removal to removal
AGAINST THE GOVERNMENT
FALSIFICATION, MISSTATEMENT, OR Reprimand to | 14-day 30-day
CONCEALMENT OF MATERIAL FACT IN removal suspensionto | suspension
CONNECTION WITH ANY OFFICIAL removal to removal
RECORD
FALSE TESTIMONY OR REFUSAL TO Reprimand to | 14-day 30-day
TESTIFY IN AN INQUIRY, INVESTIGA- removal suspensionto | suspension
TION OR OTHER OFFICIAL PROCEEDING removal to removal
LOAFING; WASTING TIME; Reprimand to | 5-day 10-day
INATTENTION TO DUTY; 5-day suspensionto | suspension
SLEEPING ON DUTY suspension removal to removal
MAKING THREATS TO OTHER Reprimand to | 5-day 10-day
EMPLOY EES OR SUPERVISOR; FIGHTING; | removal suspensionto | suspension
ENGAGING IN DANGEROUS HORSEPLAY removal to removal
MISUSE OF A GOVERNMENT VEHICLE Reprimand to | 30-day Removal
NOTE: 31 USC 1349(b) requires a minimum removal Suspension to
suspension of one month for misuse of a removal
government vehicle even for the first offense, if
the misuse was willful, i.e., employee acted
either with knowledge that the intended use
would be characterized as unofficia or with
reckless disregard of whether such use was
unofficial.
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FIRST SECOND THIRD
OFFENSE OFFENSE | OFFENSE | OFFENSE
MISCELLANEOUS OFFENSES (Continued)
CAUSING PERSONAL Reprimand to | 14-day 30-day
RECKLESS INJURY TO SELF OR Removal suspension to | suspension
DRIVING OR OTHERS OR DAMAGE TO removal removal
IMPROPER GOVERNMENT PROPERTY
OPERATIONS | CAUSING NO PERSONAL Reprimand to | Reprimandto | 14-day
MOTOR INJURY TO SELF OR 5-day 10-day suspension
VEHICLE: OTHERS OR DAMAGE TO | suspension suspension to removal
GOVERNMENT PROPERTY
UNAUTHORIZED POSSESSION, USE, Reprimand to | 14-day 30-day
LOSS OR DAMAGE TO GOVERNMENT removal suspensionto | suspension
PROPERTY OR THE PROPERTY OF removal to removal
OTHERS
PROHIBITED PERSONNEL PRACTICE
COMMITTING A PROHIBITED PERSONNEL | Reprimard to | 14-day 30-day
PRACTICE(See 5 USC 2302) removal suspension to | suspension
removal to removal
SAFETY
FAILURE TO OBSERVE POSTED SMOKING | Reprimand to | 5-day 10-day
PROHIBITIONS removal suspensionto | suspension
removal to removal
FAILURE TO USE PROTECTIVE CLOTHING | Reprimand to | 5-day 10-day
OR EQUIPMENT removal suspensionto | suspension
removal to removal
INJURY TO SELF Reprimand to | 14-day 30-day
OR OTHERSOR removal suspension to | suspension
VIOLATION OF DAMAGE TO removal to removal
SAFETY OR PROPERTY OR
TRAEEIC ENDANGERING
REGULATIONSON | THE SAFETY OF
DUTY OR ON AN SELF OR OTHERS
INSTALLATION NO INJURY OR Reprimand to | Reprimandto | Reprimand
(ON- OR OFF- DUTY) | PROPERTY 5-day 10-day to removal
WHICH RESULTED DAMAGE; NOT suspension suspension
IN: ENDANGERING
SAFETY OR SELF
OR OTHERS
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FIRST SECOND THIRD
OFFENSE OFFENSE | OFFENSE | OFFENSE
SECURITY
FAILURE TO SAFEGUARD CLASSIFIED Reprimand to | 14-day Removal
MATERIAL WHEN SECRUITY removal suspension to
COMPROMISED removal
FAILURE TO SAFEGUARD CLASSIFIED Reprimand to | Reprimand to | 30-day
MATERIAL WHEN SECURITY NOT 5-day 14-day suspension
COMPROMISED suspension suspension to removal
UNAUTHORIZED DISCLOSURE OR US OF PROTECTED MATERIAL
UNAUTHORIZED DISCLOSURE OR USE OF | Reprimand to | 14-day 30-day
INFORMATION OR OTHER PROTECTED removal suspensionto | suspension
MATERIAL (e.g. RECORDS COVERED BY removal to removal
THE PRIVACY ACT OR UNDER 42 CFR
PART 2 (CEAP RECORDYS)
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